
BAXZZMCR8 OOTSTT, BOARD OF EDOCATICK nmsias OF FIHABCE. ihnrphwi1n|T 

1. BBQPI&ITI(3g3 
Sises Letter else 
Batest 1950 • - • 
Quantity* 5 flit drawers 
File Arrangesanti By school 
Disposable Awguatt 3 cable fest 

The Requisitions originate la the echooln sad dapartoanta of the 
Board as apodal needs eriee giving the DOSS and date, a description 
of the a»terielf the quantify and the price, the purchase ardor 
nustoer le added in the !*mjsaeing Division *Lth the date of receipt 
of the order, the Requisition file is cosposod of intermittent 
requests for epeolal or additional eopplies not included in the COSH 
prehaneivB "School Requeste1' uhlch ere generally araraal orders* 
RECCWfEHDmOSs RSTABI ftSl fBBSE TEARS AKD TBES DESTROY. 

2. 808001. RSQqgSTS 
Sleet letter else 
Detest 1°S0 
Quantity* 7 file dravera 
File Arrangeamtt Alphabetical by claea of material 
Disposable aaoontt 5 cubic feet 

this file le ocmmaud of eoaprehenaiYe requisitions which are gen
erally annual as dlstinguiahod frca the Requisition File which 
Ipcladee spaelal Iteas or Materials in short supply or repaired for 
special reasone. The requieitlans give the name of the eeapany end 



the ltass, with ltea nnabers, the unit price sod total price. Tbla 
file innlnrteit supplies and egnlppwnt for ertirmtliaial actlvltlaa 
(textbooks), first aid, duplicating, how eccncedcs, janitorial 
aarvlees, libraries, and yftyatnal education. 
BBCOKJEBDiiTIOS: BETAIB FOB THREE TSARS ABD THSS DBSZBOT. 
FOBCBASB OSBEB3 (CBBZ8 COPT) 

Slses 6 * x 9 " cheats 
Dates: 19$0 - * 
Quantity: 7 fila drawers 
Fila Arrangeaantt Alphabetically by vendor 
Disposetble Aaoonts $ cubic feat 

Tha serialised purchase erdere ara prepared la quadruplicate: 
1* The original (white) la •oat to the vendor 
2* The second copy (pink) goes to Aecoanting Division 

where It la filed as a control copy In the Purchase 
Order (Pink Copy) File, 

3» The third copy (yellow) Is eant to the school or 
dapartoast ordering where It is filed until receipt 
of the order and invoice froa the vendor when the 
yellow copy and tha invoice ara cent to Accounting 
for payaant. Zn Accounting the pda$ copy la rsaovad 
froa **ipB*^ Bills, the invoice attached, tha check 
and tso ehsck copies ara eat, notatlOB of yu&wtA la 
shown en tha invoice. The invoice sad pink check 
copy ara filed In the Teacher File by cheek nanbsr, 
and tha yeUaa copy la filed by nana of the vender. 

lu The fcarta copy (green) la retained In tha file In 
tsa Purchasing Division. 

The reeosBsadation below appllea only to tha Qrean Purchase Order 
copy retained In the Purchasing Division files. 
REC0K?ESDATIC2fi RSTAI& FOB TERSE TEARS ASD WSS DgSTRCT. 
BID FIIE 

Slses latter alae 
Detest 2950 - -
Qosntity* h fila drawers 
File Arrangenenti Alphabetical by class of aaterlal 
Disposable Aacaoti 2 coble feat 

The Bid File contains all aaterlal relating to the r w * — ' of 
achoolaatarlala by bid Inmwttng tha ailiai llsaaiiit, apaclfleatlona, 
tha proposals and the bids. 
• ' » » » i 9 > i i ! ATIOffs BSTAIS FOB TBS TEffiS ABD TEES D2STBOT. 


